I) BACKGROUND INFORMATION: ADMINISTRATION UNIT

The Administration Division includes the following sections:

Office of the Attorney General, which includes the Attorney General, Chief Deputy
Attorney General, Solicitor General, Director of Legal Policy and Federal-State
Issues, and associated administrative staff;

Human Resources, which hires new employees, manages employee benefits, and
consults with employees and managers regarding applicable state and federal
personnel laws and regulations;

Financial Services, which includes accounting, financial reporting, and payroll.
Budgeting: Prepares the Department’s budget, monitors expenditures

Information Technology Services, which handles the Department's computer needs
"including maintenance, computer training, and operation of the Attorney General's
website;

Legal Support Services, which produces a significant number of the Department's
documents including legal briefs and other court-related manuscripts, distributes mail,
oversees the Department's vehicle fleet, file materials with courts, and manages
general office documents.

- Special Projects & Facilities Manager Services, which handles the Department's
special projects and building facilities needs including building maintenance through
the State Capital Complex, and building upgrades.

Administration Division appropriations fall into two categories:

Appropriations that pay the actual cost of running the Division, such as salaries for
the Attorney General and Division personnel, and

Central appropriations or "Pots", such as Health, Life and Dental, that the Department
allocates among its divisions.

The Administration is funded with departmental indirect cost assessments (from revenue
funded and federal sources to replace the General Fund) that are collected from the
Department's various divisions and transferred as reappropriated funds to the
Administration appropriation. The largest source of indirect cost recoveries are
assessments within the Department's largest appropriation: Legal Services to State
Agencies. Any part of the actual cost of running Administration that cannot be covered
by indirect cost assessments must be covered by the General Fund.

The central appropriations are allocated to the line item appropriations that use the
“pots”. As a consequence, the "potted" appropriations are a mixture of General Fund,
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cash funds, reappropriated funds, and federal funds, reflecting the funding sources of the .
divisions to which the central appropriations will be distributed.

Staffing for the Administration appropriation is broken into the following sections:

Office of the Attorney General

Human Resources 35 35 3.5 3.5
Fiscal and Accounting 7.5 7.4 ‘ 7.5 7.5
Information Technology Services 13.7 142 15.2 15.2
Legal Support Services 5.0 5.0 5.5 5.5

The comparison of the Administrative staff (not including the Office of the Attorney
General) to total Departmental FTE and annual appropriation is listed below.

Human Resources

The Human Resources Unit consists of 3.5 FTE and is responsible for recruiting and
hiring new employees; delivering new employee orientation; processing all employment
related actions (e.g., new hires, transfers, promotions, salary changes; terminations, etc.);
~ maintaining official personnel, position and exam files; managing employee leave,
Family Medical Leave cases, Short-Term Disability claims and worker's compensation
claims; risk management and ergonomics; managing employee benefits; developing and
implementing personnel related policies and procedures, to include delivering training on
related topics; employee relations and communication; and consulting with employees
and managers regarding job classification, compensation, performance management,
dispute resolution, ADA, State Personnel Rules and Procedures and state and federal
personnel laws and regulations.

The Human Resources function at the Department of Law is unique in that we operate
under dual personnel systems, the state personnel system is applied to all classified staff
and non-classified staff is covered by more of a private sector type of personnel system.
For classified staff, most departmental policies and practices are dictated by statute and
State Personnel Rules, where departmental policies and practices for non-classified staff
are developed within the office and based primarily on prevailing business practices and
state and federal law.
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$17,846,627

89-90 259.1
90-91 29.0 269.5 $20,172,939
91-92 29.0 284.0 $22,681,389
92-93 29.0 284.4 $20,694,260
93-94 29.0 284.4 $20,645,836
94-95 29.7 290.3 $23,442,187
95-96 29.7 313.7 $24,769,094
96-97 29.7 313.7 $25,542,993
97-98 29.7 320.3 $26,817,570
98-99 29.7 337.4 $29,807,946
99-00 29.7 340.8 $31,317,974
00-01 30.7 344.6 $32,667,757
01-02 30.7 352.0 $33,748,107
02-03 30.7 345.9 $33,672,032
03-04 29.7 335.7 $33,410,398
04-05 30.7 337.3 $34,623,907
05-06 30.7 338.7 $35,465,384
06-07 30.7 359.4 $39,524,819
07-08 317 384.9 $46,891,223
08-09 33.2 3912 $47,996,493
09-10 332 395.2 $47,688,779
10-11 332 409.8 $57,797,347
11-12 317 419.0 $54,346,573
12-13 317 429.9 $57,294,289

These increases in staff and appropriation translate to increases in:
a.

b.

additional personnel/payroll activities, transactions, and requirements;

increase in the volume of accounts payable and accounts receivable
transactions processed by the fiscal staff;
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c. increases in the demand for general administrative support services, such
as word processing, copying, procurement, archive maintenance, travel
management, etc.; and

d. increases in the need for technical support services such as programming,
hardware/software maintenance, LAN administration, training, document
scanning, e-law and litigation support.

IT) PRIOR YEAR LEGISLATION

NA

III) HOT ISSUES:

e Implementation of a document management system to reduce paper and increase
document handling efficiency.

o Funding for performance awards/achievement pay. For the most part, employees
understand the need to make sacrifices when there are budgetary constraints.
However, when performance pay funding continues to be treated as an
unnecessary expenditure, the message sent is that employee performance (or at
least the recognition of) is not a priority. This lack of commitment and funding

~ continues to make it very difficult to get supervisors and employees to take the
state's mandated performance management requirements seriously. Performance
management activities take a great deal of time. While some level of performance
management is necessary and important, the level at which we're required
to function in the state personnel system is questionable when there is no
money/reward attached.

e Electronic payments are becoming a critical issue within our electronic age. The

Department must find opportunities to procure resources and capabilities to meet
the needs of customers, clients and staff within this evolving technological era.

o Identify, procure and implement an automated leave-keeping system.
e Continue Cyber Security efforts toward compliance with state rules and policies.

e Continue implementation of a Case Management System department wide.

IV) WORKTL.OAD MEASURE:

WORKLOAD INDICATORS: N/A
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V): PERFORMANCE MEASURES FOR DEPARTMENT OF LAW —

) ADMINISTRATION SECTION.
(
) 1. The goal of the Administration and Planning Section is to provide a high
quality of service to the staff of the Department of Law, and to client agencies.
This section will continue to analyze and adjust processes and services to meet
the changing needs of the Department with existing staff levels for as long as it is
feasible to do so.
Performance FY11 FY13 FY 14
Measure Outcome Actual Estimate Request
Continue Work is, and will continue to be, on going on the case management
upgrades and system as this will be an ever changing system due to the innovations in
improvement technology in the practice of law.
to the Attorney
General
Information
System
(AGIS), the
billing,
calendaring,
docketing and
( case
- management
system.
2. Work with Judicial and other planned tenets at the new building at 13t and
Lincoln.
0 O 0 A A
New building The Department will begin occupancy of the new building in 2013.
planning and The department is working and cooperating with all tenents for
cooperation space planning, security, data management, security, and other
shared services within the building.
/ 3. Upgrade Building State Services Building Security
\
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FY 14

Performance Measure FY11 FY12 FY 13
Actual Actual

Estimate Request

OB INER LRIV The Department has a full time State Patrol person assigned to the State |

LEPEVUnRINEIERINS ORI Scrvices Building, along with continuing security measures within the
CDPS Rubicon critical current building, including secure floors, security badges, and visitors
infrastructure Protection checking in, receiving a visitor badge and being escorted by

Team including the appropriate department personnel.

Management of automated
security entry system for
DOL floors in the State

Services Building

Strategy:

Administrative will strive to provide excellent customer service to the Department.
This includes leading the Department into the electronic age with document
management, e-filing and other e-commerce activities.

Evaluation of Prior Year Performance:

N/A

Key Workload Indicators:

N/A
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